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This manual for énpervlsors in the Sunmer !auth

Frogram supervision. Sgction 'V 14 a brief introductiorf. The h;stary-?

:AEmplnyment Eregfam (S!EE) prcvldgs background on SYEP and tips on

’_and purpose of SYEP are present

in section 2. Section 3 contains.
nine SYEP supervisor work :ules/(cenge:nlng tide ;ecsrﬂs, safety,.
accidents and illness, terminaﬂ on, problems, youth's grievances,
Folitical activity restriction, records and reports, and youth rules)

" and lists six SYEP EbjectAVﬂs.;In sectioh 4 youth attitudes toward ‘ -*J

work and the effect of work experlence programs on youth are

‘discussed. Section 5, which outlines the job. of ‘Ehe SYEP: superv;saf,

lists fifteen superv;sgz tasks and contains five subsections on |
Frogram supervision. The first subsection outlihes sixteen steps for
preparing to supervise. The second and third subsection provide _

} guidelines for orienting and training youth. A five-step e
instructiopal, plan is explained in subsection 4, and a seven-step

" systen for evaluating participant's performance is presented in'
subsection 5. Subsection 6 contains a brief discussion of SYEP

" Worksite evaluation. Supervisor's reference farms are incliuaed ,in the

.»final section. (Manuals for training superv1sars in SYEP, yauth in
- SYEP, and establishing SYEP worksites are availahie separately
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‘Welcgme to . the Summer Youth Empla&ﬁéntix”
-Program(SYEP) I ; R :

=
L

65 a- supervlsgr ln thls pfagram yDu
will,, play a key role in helplng yauths
- to have a praf;table summer: learning '
work skills,: growing' to adulthnad , and.

=

NER 7earn1ng money . - ;_ o

You will have thE Dppartunlty to- galﬂ;
| uagful skllls in planning, schedullng;,
"and %Eslgnlng wa%k and - supervzs;ng and
’fEQUﬁEEllﬂg yauth /
/
< w4 You and_Lhe gcung people you s@perv1se
‘ﬂ~wf;f:w111 have ‘the addltlanal sat%sfactlgn(
of prov1d1ng serv1ﬁes to thel/ Eammunlty
T .
: Thiis manual w111 tell you ahcuz SYEP
0 dits DbJEEthES ‘and précadures, expegta-
: tions, and worg k™ rules and glve ‘you samE‘
tips on. supérvision whl:h will: help you
do your job. It also prnv1des a'place
to keep necessary 1nfafmatlan fgr yaur:
‘own reference and use. -
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gr'Yquth EmplaymEﬁt Pr@gram 15 R
»'ﬂdEIfIIElE IV of .the federal = ., ' -~
Ensivé Emplnyment -and Tralnlng fﬁf"
sIt pfavides summer emplcys” L

fhé’jpbsjl%e ni} subst;tutes far jnbs - .. _

perfn:med by gegular employees. "Most CETA »
fpf&grams like SYEP, are administered by . . '/
.Eygur laca_ gcvafnment (either, the state, \
1;tuuﬁty, /city; or combinations bf’ gaverns;
ugments c&lled consortiums) representing a,
‘minimum ‘of IDD 000 people. This admlnls— &
trative - Ent;ty ;s called a CETA Pr;mg s
;Spaﬁs r. : S - Eg .

e E 4t ‘planning, segting’ guidelines and °
T ailﬁcaﬁlng funds; SEIECElﬂg ﬁbrk
spansgrs and. insuring that. pEogriams.
‘function withln the guidelines setiup by .+ -
. the law and the’federal Depaftmenp of | -
Labaf P - - G : S

. . [}
Ly .08 ]

= AR s . »
ﬂ7Thé PtI e Epgnsat is resgﬁgsiﬁle for -~ . -
- S )1

¥ ! o T
j?Thé 5§e§ific objectives of: SYEP are:

#

"fy tg Earn some mcney,
5 s .
- to’ glve EI‘{ESE ycuths tHe Dppcftunlty
~to have gaqd bcrk _experiences and :
acquire useful work Kabits and skills;

. _ v o -
.- to provide useful services and imp-
.royements- for our community.
) ‘ﬁ‘ 5 : .
4\ i
A ] :




”II iNFDRMATIGN FDR SUPERVISDRS

Ee:ﬁa1n 1nfgrmat1gn shguld be at yaur
‘flhgertaps *Fill in the blank spaces nn
vy the  forms in' the back of this manual to
cL Fif~ your 51tua§19n Blank pages . are alsﬂ

. prVldéd ‘at the end of’ this manual: for
you . to, nage any addltlﬁﬁal ;nfo:matlnn
you. shguld have s
. e .
A cépy of the’wafksit agreement should
. be - 1p§your pnsSESSIQHFaﬁd yGu shauléA
' \know 1ti terms. It describés the ‘'nature -
" of the project and the conditions which
_~must be satisfied. It aTso spells out ,
‘ - . your fespDﬁSlbllltles as A SﬂpEfVlEDr in
» o 'sYEP. . .. L i -

EE

“A. Supervisor Work Rules

As a SYEP SupEfviSDf it is- 1mpart= .
ant for you to be at work during the# ‘ass -
£ igned Hours of -SYEP partlﬁlpants You,
.. ... should ﬂatlfy the de$1gnated SYEP person
= befafe your regular startlng time 1if .you
S Y. will, be: abdent . or laEE‘ Use the forms in
- the, back of 'this. manual to- plan for days,
. dates -and hpurs of émplayment and other
: neg&gsary 1nfarmat1an . o
: R ¢
1) Time Réc95§§ .SYEP psrﬁlclpantﬁ
Cwill be raqu1red to sign in and "sign out
on-the appropriate form. As a SYEP super-
visor, you must 'insure‘that participanté -
“only féiard-actuai ‘hours worked. Failure
to record times azcuratély may résult in
their dismissal’ Time records are to be
available at all times and presented at -
the rEquest of the SYEP monitoring off- -
icials. If .your time records must HE

4
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caunterslgnéd by the pragram Dpéfaﬁﬂf or.
Prime Sponsor representative, seé that it
~is done. You will be informed about how
‘the time forms will be distributed and .
collected. These procedures will bg co-
'ard;nated with the SYEP payrall pfaﬁessg

. 2. Safetl All wark that SYEP yauth
pérfarm must comply with state ‘and fed-
~eral. laws governing health and safety. I If’
.you are .in doubt, abaut campliance, céon--
,Sult with your program operator or Prime
5ponsar repfesentat1ve before asslgﬂlng
wark :

3. AEEldEﬂES and Illness: If a SYEP
yauth -is_ 1ﬂ]ured or.taken . ill while on
vthé job, contact the designatedy person, -
usually.a Prime Sponsor reprEsEnt%tlge
Record the name and telephone numbér® &f
this ‘person ‘in thls manual -and - keep 1f
haﬂdy

/

4. Termination: If a vfuthtcs%mltm .
an-act which you believe warrants term-
ination or informs ynu of an 1ﬂténtl§ﬂ to

leave the program, otify and talk with
the dEslgnated SYEP rePresentatlve

5. Pfablemsg Instruct youths to dis=
cuss with you any prablem which arises at’
the worksite. If you cannot resolve the
difficulty, discus’s the matter w1th your-
SYEP- prfESEﬁtathE

Y

6. Youths' GrlgvanQES Explain to
y@uth ‘their flght to register a grievance.
SYEP participants should already have been

¥ . * '

e
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'pray1ded w1th a written coPy of ‘the

grievance _procedures. If you do nct*ig—
solve the grievance to the ‘youth'ys sat-= .~
15fact;gn -'the youth may request, 1n‘”

:writlng, an ;nfarmal hearlng w1th the,

-‘dESLgDaEEd person. If the youth is not s
-satisfied, an appeal" may be-made to the

Eeg;cnal Depaftment of Labor office: You |
may. not, by . thrigat or-other means, ¢

' EQuragE a youth frdm request;ng ‘a.. heﬁ!v

img or appaallng

o, “i-

7. Palltlcal Act1v1ty Res f;gtlans
CETA- -paid supervisors and’ SYE youth may
not,; during work hours, take part lnjany
partisan political detivity. This in= '

f:ludes Iabbylng, fund!ralsing, making R

speaches -assisting at meetlngs, distri-

‘butlﬂg pa?phlets, or éngaglng in voter

reglstrat on activities. The mere app~

_earance of invo.lvement in political. act=
‘ivities would violateée -the aﬁolltlcal
.nature - Gf the CETA prggram,'

- 8. REiQrdS and Repgrcs You are ex-
pected to submit required feports on
time "and to- maintain a'record for each
youth you supervise..This record should
1nclude a description of the youth's jaob,
ElmE and’ attendan:e and’ performance ev-
aluatlen :

i

9. Youth Rules: It is your respcn-

'51b11;ty to see that youths are informed

of the work rules that apply to them and
$hat’ these-are enforced. No supervisor

‘may change these rules, including sched-

uled hQUfS‘and days of work, unless' - .

prior perm1551nn is obtalned No youth
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will be paid or considered employed for
‘any time other than tegularly scheduled.
. and apprﬂved haurs of work. The program—
“fupetatgr or Prlme Sponsor repregentatlve‘
will provide you with orientation and’

will distribute mstetlals dESCflblﬁg Ehe
~Spéclal rulés. :

.

[

"B. Pfﬂgfam Elemehts'

, ijectlves of SYEP 1nclude prav1d1ng

:yauth with:

-
- wafk whlch will develop’ gncd wark
hau1t§ and useful skills ~

E~Qppaftun1tles to - explﬂre several
8 : d;fferent ngcupatlons,, o i

- vacatlcﬁal tnunsellng and occupa—
) tlonal 1nfarmat1aﬂ

- services tg'métivaté‘énd assist .
them ‘to return to school

{ , .
’ - tra;tlng and ather services to in-
ing a
job . .
sistance in solving work prob-
The SYEP is designed to provide:a useful
¢community service or product, which will

be seen as worthwhile by the ‘community; a
means for recognizing youths' services;

-and opportunities for. community pEGplE to

help plan, oversee and, participate in it.

¥ o
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‘i?;‘YDUTHFUL PARTICIPANTS -

The attitudes of’ youth tuward work has

’bearlng both Dn the kinds of work expe:ax

iences to be offered and on the- kinds of
.work .supervision, training and caunsel*
ing needed. Many youth have had* expasure
only to “low-level and - low-paid jobs.

Some 'youth may react by registing work
experiences which have the same. charac-
tgflstlts :

L

m

The WOfk exper1ence they receive in th
pru;ect w111 be the.first chahce for
many to ‘test>their abilities and dis-
cover something about their vocational _
preferences. They may have-unreal ideas
about work. If these views prevail the
result cnuldu§e the dEVElmeEﬁE and re-
.inforcement of pQDf work attitudes and
behav1ars Yop, as the supervisor; have
a maJor rESpDﬂElblllty to correct these

’ V}.EWS . . . -~

S .
It 1is 1mpcrtant ‘that no useful work bE‘
undervalued. You must be able to descrlbe
each job and*explain its need aﬂdvplaﬂe
in' the project. Every job cam be used to
help youth gain understandlng of .the

-nature of work and employers' expecta-

_tzcﬁs, acquire hands-on éxperlence lead-

.ing to work. skllls and competence, see
7how 'their efforts can be productive ahd
useful, and develop the ability to move

. on to more demandlng jobs.

work experience itself must mean
ome thlng to the youth. Doing something
ort whlle which attrstts community and

woe3
[ e ™
m

=

VL



g - ‘ . . ca T LA
'-;1ni;v1dual atﬁentlan, can 1ncréase a X
youthls feellngs of self worth. It is. = " -
~impartant that youths be‘helped to’ under='faij
. stand the.meaning ahd use of the tdsks T
. they peqiurm . This will help them to de- -
velop a-positive a;titude toward. work.
+ If 'younare successful, you will®be dev—‘
‘eloping a _social climaze in ‘which yguch
»can learn from the wnrk experlence.;z

R, PR

T oy
o
s

lsBe awsre of the age dlffEfEnEEE among- .
. SYEP pgrtlclpants The average, 18 year - = @

.- old will protably have more skill ard ex-'

‘perience and be bettef able.to cope with » Ry

%»pfﬂbléms that arise on thHe- job than ,a 14

~*.year old, For the yourger. pﬂitlﬁlpants,“ R II

-‘this may be their first work opportunity ) ig

" under which structured work and super- |

- vision azgur Yeur jbb as a SYEP. EupEf— 5//

. visor is-to insure that this experience N

is wgﬂzhwhlie fer the yauth i : oo

There is more to. Work experlencé than

the routine perfﬂrmance of . a SIngle task.

While work experiences for younger en-:

rollees should be structured to permit - -

somewhat more EXDEflmEﬂtatlﬂﬂ than tQQSE 

for older youth; all youths, regardless

of age, shauld be all"qwed to try out .

dlfferepz Easks . Y .

Every. work asslgnment should have resp-

onsibility and challenge if youth are to

develop gagd work habits. 1 oy :
! | o~

The 'work experience shgulibpe a cellabgtg.‘;

ative effort between workers and super-

v1sars,}§etmanent -and summer workers,

‘and youths and adults. Encourage and fac-.

'vl

b 85

i“n:,
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;_’/
ilitate‘such[cal

Youth féspaﬁd pe¢
umpetent superﬂ

]

1

abor

510

productive’ fellow workers. It

ation.

' Ay
n and to skilled

itively to’'skilked and
1

is des- -

irable for them to be exposed to high
work standards, . ‘
ExprESS'ﬁg interest in a youth's perfor-
mance and providing encouragement are
the most effective wadys to reach these .
goals. Ignoring or punishing poor work
behavior and performance is not effec-
tive. Reward Achievements Rewards can
be as simple as a complimentary word.
Whem vouth are well supervised, under-
stand what they are doing, kept busy,
given the proper equipment, and allowed
Eo use free time constructively, they
will Tespond well
While ecach youth's wis shes, cxperience
and education may have beéen taken into )
consideration im dsslgnment to the job,
it 1s o E Elwavs po ss 1515 to fit these
need s 1 the jobs available - Try to make
thn:jbt}:jl match possible withio the limit =
ations of the job to be done .
- : ! ’

Whi youths become gfed indifterent . -
and dissatis{ied with their jobs, 1t is -
time to introduce new work elements or
Lo provide work counseling The major ob-
jectives ace to help the youth learm
about ditfercat jobs and to gain compet-
énce and 1nterest in work. These canng
be achieved by bored, dissatisfied ;5
worker s .

1

¥ 7
N 9

L\f" =
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"V.. JOB OF THE SUPERVISDR

The job ' of the SupérVLSQr includes:

LINKING the activities pf ‘your young
# workers with the expecggtlans and
ag§1v1t125 of others

ik
7

IHP@E EVTING .the terms of the worksite
&g reement : '
DRTENTING the ynuth to the SYEP, overall
Worksite activities, the wurk to be
performed by the SYEP youth, and the
. expected behavior o
ON-THE-JOB TRAINING to help the youths
gSIH‘Ekllls and develop des1rable

ASSIGNING youth tasks in line with their
interests, capabilities, and growth
patterns - , ‘

PLANNING and scheduling work so that the
worksite objectives will be achieved
including weekly work pla ;

=
[

ORGANIZING the youths' tasks and materials
so that coordination and cooperation
can be achieved ’ '

DIRECTING youths, so that they understand
what 1is to be dene and can do it-

&
MOTIVATING youth toward good work behav-
ior and performance

ERIC

Aruitoxt provided by Eic:
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COMMUNICATING with both

your worksite and with others wh
have impact on them by listeni
and keeping all persons appropri

ately informed

SERVING AS A ROLF MODFEL

will try to emulare

look up to, particu

%

supervisor

COUNSELING youth with res

objectives and other

F)
Habt ters

CHECKING AND CERTLFYINE
Cattendance records
E, V:\'LWL‘;\ ILaG Vol hhs ' Leos biad v

Brd ity e il p[u\i\ilug

-

voutha {

KEPORTD INe 1L Ui, sybe L.

l!"quLicJ

the youths at

since youth
an adult the
larly a work

youthg' time

1agx and perto
teedback Lo

pet oo il al Lve

ol Vidht we bk P‘—;u['l‘ul.; that a1 L oav

I
La

and

[ ]
-
T

i)
rr
I
jn

f—
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A. Preparing to Supervise
, — T -

You must be ready to. meet, supervise
and help the youths from the moment they
arrive. Thus you must prepare before they
are on the job. You should

- Know the information contained in
\ the worksite agreement which des-

cribes worksite activities, the
number and names Df.yaur super -
visees, their working hours, pol-
lcies regarding time and attend-
nce, leave, breaks, and other
essential information

- Know the work rules for supervis-

ors, and f@uth 0o that you will
meet the expectations of your Sup-
eriors aund be able to lnstruct
youth

= - Learu *n_nuf‘f,_hlngg aboul the yuuths
you will supervise, SYEP, the pro-
gram operator , ‘and the community

- Knuw the supervisory 1ule and: Lthe

expectations of SYEP T .
- Be able to describé the work bw
be pertformed - to the youths
= 7“‘(
Uuderstand auwd te able Lo EFNL}
performance criteriag and Gork
standards
%
Be aldle o caplala tlnebkoes ptng dad
pa, toll toe.as and jrocedures
12 ‘o
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. B.-Orieating Youth y ‘
5ot Aﬁ'first the youths may feel out of
place and not know how to behave. They
maysbe confused about what is expected
of them. It is up .to you to make sure
that they know and atcept project objec-
tives and rules. They must be informed
of "your expectations and the specific :
wdrk they are to perform” S
Your orientation for youth shauld incl-
ude: ’ o \
= Introduction to you and other
workers ' .

g“ Jé. . _

A H
= = - A
site _activi-

and how they
insluding a
of the weekly

- Discussion of what vyouth can ex-
pect to gain trom the program
- )
Lncourage and answer questlous It you
- don't know the answers, say so and f[ing
out and ¢ive the right answer
JIN
14
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U Training is

ervisor's job, pa
workers. For the
skills and approp
‘are primary progr

s v ¥
’ - Know and be able to perform the
task
- Understand each youth's uncer-
tainty and feeling about the-,
r task
- Motivate the vouth to try to
i i - B
perform the task well . .
Demonstrate ard explain the ele-
aonpts of the task
Let the youth perform the task,
observe thd performance carefully
and prgvidé‘ positive reinforce-
. ment urtil the youth demonstrates
o competlenve ) \
L N 1 =+
Peravdically evaluate performance
' daud prpvide suppugtive feedback.

Lualiuctlilug young wet
= - (e =
Or In groups, require

nedes

This 1

high degree of compet

=

v

O
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if you have a
in the job.
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; re%ﬁy% o 1

Have a timetable; know how much
skill you expect the youth to ac-

~quire, by when,

Break down the job-into specific’
tasks and each task into steps

Identify key steps which require
a new skill or are essential for
success

Pick out key points, such as work
er, safety or coordination with:
other workers, which are partic-
ularly lmportant for young workers

"

Review the pérf@fﬁéﬂié of each
element of the task so that it is
clear in your mind

Determine what materials, supplies
and ulpméﬁt are peaded to per-
fcrm th; task and makle- sure that
eve rythlng 1s ready

g

Check the workplace and arrange

1t just as you expect the youths
to keep it.

The following Piwe-step instruction-
al plan has been used in industry and
government for more than 35 years to

trailn
stand
you wi

#
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millions of wafkérfi‘tf you under -

it and learn to use
Il have gained a life-long skill.
F

m ' g

it effectively,
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p l: Prepare the SYEP Worke

b

T 5 . ’ . .
Put the participant at ease. De

5C e
the task and explain how it fits o
the total job. Find out what he or she
knows about the task and motivate the
participant to learn to perform it well.
Emphasize key point's such as safety,
contacts with the public, required acc-
uracy, and coordination with other

wg@kers %

Step 2: Prysent the Task
‘ﬁ A k<]

Perform the task element by element.
Tell the*pﬁrticipant what you are going
to do andwexplain why. Show the youth
how to perform the task, one element at
a time. Stress the key points. If danger
1s present, describe it and show how to
avoid if. For example, if the youth will
be expected to lift a heavy object, de-
scribe the danger of back strain and

demonstrate the correct way to lift. In-

struct clearly, completely, and patient-
ly. Demonstrate no more than the youth
can master at one time. Repeat until
the youth understands and is ready to
demonstrate.

EL P i- Loy wue boy it;!;muu;g

ﬁ 1}

Have l‘.hE‘Pnl le_l’PduL pertorm Lthe task,
Exp131n1ng each key point fo you as the
task 1s being perfoimed. cCarefully note
the participant's exvlanation and comp -

etency.

17
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Step 4: Reinforce Competency

Review the participant's performance, re-

inforcing appropriate behavior. . Where he
or she did not show uﬁderstand&ng or ap-
propriate behavior, redemonstrate. Do not

focus on pointing Dut what was unsatisfac-
!l;r.n-'}.rri but demonstrate the correct way and
compliment for satisfactory performance.
Repeat steps 3 and 4 uhtil you are satis-
fied. : ‘

a

tep 5: Fo llow-up

3

Assign the part1c1pant to the regular task.
Check often at first, then less and less

frequently. Eng@urag; questions.

E. valuating Participants' Performance

You are expected to observe and evaluate
the competence, behavior, and pétfarmanié
of each participant you supervise. Youths
want to know what is expected of them, how
well they are meeting these expectations,

and how they can improve. You can satisfy
these ‘needs by adequate performance evalu-
atlan

Yéuths are sensitive to Erltl;lsm s0 em-
Tff to avoid fgcus;ng attention on incor-
rect ‘elements in the participant's perfor-

mance. If ' necessary, repeat the job in-

rgtruction training cycle. Set high but
attainable standards and praise improve-
ment .

\ s

\ . ,
Petformance evaluation can help you to:

18-
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~ Let the participants know whart
1s expected and how well these
eXpectations are being met
- Plan the work better by being
able to estimate what partici-
pants can accomplish
i;{‘
- Determine training needs
- Identify participants who need
more instruction -
= Discover participants' patential.
ormances evaluation can help youths
Letting them know how they are
doing and how they can do betcter
Agsuritng them that gouvd perform-
‘ance is recognized
‘éhuwiné‘ thew that you die lnley -
ested 1u helping them.
8 lwportantl that evaluation be sys-
ti¢ and plaungd so0 that it helps
you and the SYEP participants
v sleps 14 vonduct lug pertlormane e
vation are.
Step l: Determine how well you ex -
€ach pairticipant to do the assigned
5. Performance tegquirement s descr
expected behavior and the quantity
e,
“*;al;
ill ) e
~ef



O

ERIC

Aruitoxt provided by Eic:

quality, timeliness, and manner ‘o
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- Keep . your eve on the target -- im

proving behavior and perf ne¢e --
= L= . . _
net pilnpointing poor performance
7
- Build vn strength not weaknesses,
praise whenever appropriate
- Encourage questions and interest
o improyang performance
v ‘v‘;‘
LS . -
= tsten~tTor problems, difficul
and suggestions, above all, 1
- Don't argue about standards and "
level of performaunce or make em-
: barrassing’ comparisons
- Encour difempls Lo lmprove per -
for=an '
R g
alep O lauke appropitlate action
Evaluating performance is only useful (.
5 p y
determine action to bring about improve-
ment Some such actlons are:
, - Assist the wouth in carrying out
4 self loprovement program
Frovide gutdance sounsel lag tratn-

i

ing—; and novuragement

Lhange the voulblh ' 5 asslginnenl

- - Kestructure dutivs and tasks ¢,
lmprove oppetluntitles Lol \_it,f\;t;‘lup'“
slent
A T T (RS B o b 0 Lo

Hel tUI,hdu i

22
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'LVI,. SYEP WORKSITE EVALUATION
o A :
ﬁ'=Ihe workslte w111 be EValuated to deter=§
B mine its value to the.community-and the
‘répartic;pgnts “You are expected "to coop-
‘erate and to pravldé dccurate lnfarmstlan
- (including copies of enrollée time. and '’
_attendance records, enrollee -job deazrlp—
_ tionsa, .and sgheduled work activities) for
...the different sponsar evaluation teams
- that may visit your worksite during the »
" summer. -Your suggestions can. help impr-
.ove the SYEP program. Please submit
these to the designated SYEP contact pers
son. Whenever pDSElblE ~suggestions
should indicate what is to be: ghsnged or
added, by whom' when at what cost, and. -
Cwhy. o0 S

i‘G : v
L

B Y .
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VIIL SUPERVISDRS REEERENCE Faamsi

;SUPERVTSDR WORK RULES -

i

Eigggf Yau WIll be assigned SYEP :
) ' participants from ——
(dath:'

11 wnrk
hours/vk. "Thls will bé
a hours a day, - days
agweek unless special per--
m1551ﬂn is granted for other
hours.* : :
Absences: Yas %ust notify:

& .. . T

“to .

.

.. —?date .
Hours: SYEP part1cipanﬁs

—“'“:*“-l

- . at
nated person) Gphaﬂe number)
before your regulaf starting
,tlme if you will be absent,
S0 that a substltute-supéfr.
visor can be provided. " This

same person should be noti-' -

‘fied of Lwo or more consecu=

tive absences by a SYEP part-

1E;pant . : ¢~
TlmE Recards Partlclpant tlme re-=
. cords, properly filled out
and caunter51gned by
are due in

(name)-

. e by
(place) - ) S
T every
(time)

1 .. ‘z“?;;‘gi'*‘*‘ |

i

-
g

4



‘Pay:’ The pay cycl begiﬁgféﬁ i e
e - faﬁd"Eﬁds-gﬁ_“'

iT rminatiaﬁs If tefmlnatlon of a

LA
SEe

(day Qf weekj

‘ avCpsy af week) T e
,Paftlclpants will: be pﬁid?.
R ‘an- hgur.,
Payéhecks will 'be dlstrlbuted
on : i 'aftEf ;
, (day ﬁf week) Tﬁlmgg
; by,

fmrganlzatlnn and place)

If a parzlglpant repgfts that ai

check is lost, stclen, Lnaczu—,

. rate or m;splaced : .
N - (arganizatian
. e 7

"?pEfénn aad telephane number)
should' be notified 1mmed1ately

_part;cipant ‘is' injured or taken
111 on, the ]ob ngtlfy,

-Acg1dents and Illness: If you or a

(person and EElEphﬂne number)
immediately, '

« SYEP ynth 8 ‘employment appears
‘warranted;, npt;fy and consult

with I L

' (péfgon and

VtEIEPhone numbef)
Supg§y}surs Complaints: Complalnts

or prablems with SYEP partici-
pants shguld be made to

(SYEP repr :ﬁtativéjff{

(teleghgne numbet)



S (telephnne number)
of the person designated En
hear Eh31r gr;evances gf com=" -
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‘.Yauth 8 Gr;evancen. Yauth ghauld be

"informed of Ehe pame  and - tEiE* -
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